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EXERCISE 
2: 

Enter 
Subgrant-
Application 
 
Save   
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Updating Applications 
 
Steps 1 and 2 – Under the Manage Applications area on the left of the screen , Click on  

“Update” link on the left, then find your application and click on the “Update” link on the right 
under the “Action” column.  
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Step 3 – Fill out the application and submit it as described in the “Create Applications” section 

that was covered earlier in the class 
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Steps 4 and 5 – To grant access by another user to one of your applications, go to the 

homepage and click on the “Update link on the left hand side to bring up the update screen, then 
click on the “View Details” link under the “Authorize/Revoke Access” column.  
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Step 6 –  Click on the Authorize Access Button. 

 

 
 
Step 7  –  Enter the name of the user that you want to grant access to, and click on the 

“Search” Button. 
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Step 8  –  Select from the users that meet your search criteria, then click on “Authorize 

Access”   
 
 

 
 
Step 9  –  Choose which level of access to grant (view/print, create/edit, sign/submit) then 

click “Save”. Access will then be granted to the application. 

 

 
 

  

  

  


